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Sixth Form Support Officer

This role is to provide support to the Assistant Headteacher; Post 16 and SFMT, assisting with pastoral issues, attendance, administration and Sixth Form events.

Line Manager: Simon Brewis (Assistant Headteacher; Post 16)

· Hours between 8 am and 4 pm most school days (with lunch of 30 minutes and a further break of 30 minutes each day) and with time for occasional meetings outside this time as required. 
· Term time plus 12 days, 200 working days; 36 hours per week on average.
· [bookmark: _GoBack]Salary scale: CAN 21 – 25 £29,010 - £31,887 full time equivalent, £25,529 - £28,061 actual pro rata salary)

This is a non-teaching post which will give the successful candidate an excellent opportunity to work closely with young people supporting them in their school life and preparation for beyond school.

The role is varied and responsible and is line managed by the Assistant Headteacher; Post 16. You will work closely with the Deputy Head of Sixth Form and the Sixth Form Year Manager, as well as the rest of the Sixth Form Team.  

The Sixth Form Support Officer will be expected to work closely with staff at all levels in both teaching and support roles as well as with parents/carers and students.  They will thus need the following qualities:

· Good communication skills, both verbal and written
· Good organisational and time management skills
· Ability to form good working relationships with students, parents/carers and colleagues
· Adaptability and flexibility in working practices
· Ability to set standards and apply them consistently
· A high degree of professionalism
· An ability to present a good role model to students
· A good level of computer literacy including word, excel and Google plus a willingness to learn
· Good administrative skills

Training in school systems and practices will be provided both prior to the post being undertaken and during service.

This is a very important role and there are many well established systems and procedures to support its fulfilment.  Facilities include:

· Use of the Sixth Form office with telephone and computer  
· Computerised registration system
· Detailed staff handbook
· Calendared meetings




Purpose of Job & description of duties

Administration & Pastoral duties:
· Assist with pastoral issues, working closely with the Sixth Form Year Manager, and ensure that school recording systems are updated (eg CPOMS, IRIS) and the relevant members of staff are kept informed of any issues. Putting into place support strategies (eg mentoring) where appropriate after discussion with the Sixth Form Year Manager.
· Provide attendance support including monitoring, speaking to students, contacting home, organising parental meetings.
· Provide support with sixth form detentions including speaking to students, liaising with departments and updating IRIS
· Respond to day to day queries by phone, email or letter as appropriate, raising any non-standard matters with relevant members of the sixth form team and keeping the members of staff informed as necessary.
· Assist with Sixth Form administration as requested by the Line Manager ensuring that Sixth Form filing is kept up to date.
· Assist in the management of the Study, Duo and Social Zones as part of the Sixth Form Team.
· Assist in the administration of Sixth Form events as outlined in the Sixth Form Calendar as requested by the line manager. Support the organisation of the Next Steps event.
· Support the organisation of the Sixth Form Open Evening including the production and design of the prospectuses in terms of coordination of department entries and liaison with reprographics.
· Assist in the enrolment process – organisation and management eg processing enrolment forms and timetabling. Assist in the interviewing of internal and external candidates for the sixth form as required.
· Work with the Sixth Form Management Team to advise and support students in their progression to work or further/higher education. To include UCAS application form and PS checking, student/TG drop-ins and non-UCAS support eg advising students on the production of CVs, completion of application forms, researching possible progression routes and sharing these with students. Apprenticeship support and event organisation eg Progression day/evening.
· Be responsible with the Sixth Form Administrator for the management of Sixth Form examinations, including support for invigilators.

General:
1. As a member of the school support staff, you will be asked to take a part in whole school duties such as break, lunchtime or examination supervision as required.
2. Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
3. Participate in training and other learning activities as required.
4. Attend and participate in regular meetings.
5. Respect confidentiality at all times.
6. To undertake any other duties which may be reasonably required from time to time by the Headteacher or Office Manager.
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